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L'Institut  a  microfilme  le  meilleur  exemplaire 
qu'il  lui  a  et6  possible  de  se  procurer.  Les  details 
de  cet  exemplaire  qui  sont  peut-dtre  uniques  du 
point  de  vue  bibliographique,  qui  peuvent  modifier 
une  image  reproduite,  ou  qui  peuvent  exiger  une 
modification  dans  la  mithode  normale  de  filmage 
sont  indiqu^s  ci-dessous. 


□    Coloured  pages/ 
Pages  de  couleur 

□    Pages  damaged/ 
Pages  endommag^es 

n    Pages  restored  and/or  laminated/ 
Pages  restaur^es  et/ou  pelliculdes 


0 


y 


n 


Pages  discoloured,  stained  or  foxed/ 
Pages  ddcolor^es,  tachet^es  ou  piquees 


□    Pages  detached/ 
Pages  d^tachees 


Showthrough/ 
Transparence 


□    Quality  of  print  varies/ 
Qualiti  inigale  de  I'impression 

□    Includes  supplementary  material/ 
Comprend  du  materiel  suppldmentaire 

r~~|    Only  edition  available/ 


Seule  Edition  disponible 

Pages  wholly  or  partially  obscured  by  errata 
slips,  tissues,  et*:.,  have  been  refilmed  to 
ensure  the  best  possible  image/ 
Les  pages  totalement  ou  partiellement 
obscurcies  par  un  feuillet  d'errata,  une  pelure, 
etc.,  cnt  ^t6  filmdes  A  nouveau  de  facon  d 
obtenir  la  meilleure  image  possible. 


The 
to  th 


Thoi 
poss 
of  th 
filmii 


Ortgi 
begii 
the  l< 
sion, 
othai 
first 
sion, 
or  iili 


The  I 
shall 
TIIMU 
whici 

Map« 
diffM 
antjri 
bagir 
right 
requii 
meth 


D 


Additional  comments:/ 
Commentaires  suppldmentaires: 


This  item  is  filmed  at  the  reduction  ratio  checked  below/ 

Ce  document  est  film^  au  taur  de  reduction  indiquA  ci-dessous. 

10X  14X  18X  22X 


26X 


30X 


12X 


16X 


20X 


24X 


28X 


32X 


Ills 

iu 

jifier 
ine 
age 


The  copy  filmed  here  has  been  reproduced  thenks 
to  the  generosity  of: 

The  Nova  Scotis 
Legislative  Library 

Tho  images  appearing  here  are  the  best  quality 
possible  sbnsidering  the  condition  and  legibility 
of  the  original  copy  and  in  keeping  with  the 
filming  contract  specifications. 


Original  copiea  in  printed  piper  covers  are  filmed 
beginning  with  the  front  cover  and  ending  on 
the  last  page  with  a  printed  or  illustrated  impres- 
sion, or  the  back  cover  when  appropriate.  All 
other  originai  copies  are  filmed  beginning  on  the 
first  page  with  a  printed  or  illustrated  impres- 
sion, and  ending  on  the  last  page  with  a  printed 
or  illustrated  impression. 


The  iaat  recorded  frame  on  each  microfiche 
shall  contain  the  symbol  —•-(meaning  "CON- 
TINUED"), or  the  symbol  V  (meaning  "END"), 
whichever  applies. 

l\A8ps,  platM.  charts,  etc.,  may  be  fi!med  at 
different  reduction  ratioa.  Those  too  large  to  be 
entirely  included  in  one  exposure  are  filmed 
beginning  in  th3  upper  lef\  hand  comer,  left  to 
right  and  top  to  bonom.  aa  many  frames  aa 
required.  The  following  diagrams  iiiuatrata  the 
method: 


L'exen<piaire  film*  fut  reprodutt  grica  i  la 
gAnirosit*  do: 

The  Nova  Scotia 
Lsgislative  Library 

Lee  images  suivantee  ont  tti  reproduites  avec  le 
plus  grand  soin,  compte  tenu  de  la  condition  at 
de  la  nettet*  de  i'exemplaire  film«,  «t  en 
corrformitA  avec  les  conditions  du  contrat  de 
filmage. 

Les  exemplaires  originaux  dont  la  couverture  an 
papier  est  imprim^  sont  fiimte  en  commeiipant 
par  le  premier  plat  et  en  terminant  soit  par  la 
dsrniAre  page  qui  comporto  une  ampreinte 
d'Impression  ou  d'iliustration,  soit  par  le  second 
plat,  seian  le  cas.  Tous  les  autres  exampiairss 
origineux  sont  fiimte  en  commenpant  par  la 
premiere  page  qui  comporte  une  ampreinte 
d'Impression  ou  d'iliustration  et  an  terminant  par 
la  derniire  page  qui  comporte  une  tdile 
empreinte. 

Un  dee  symboles  suivants  apparaitra  sur  la 
demiAre  image  de  cheque  microfiche,  seion  le 
cas:  le  symbols  •-»>  signifie  "A  SUIVRE",  le 
symbols  V  signifie  'FIN'\ 

Lee  cartes,  planches,  tableaux,  ate,  peuvent  atre 
film^  A  dee  taux  de  'Muction  diff^rsnts. 
Lorsque  le  document  est  trop  grand  pour  itre 
reproduit  en  un  seul  cliche,  il  eat  filmA  i  partir 
da  I'angia  sup4rieur  gauche,  de  gauche  i  droite. 
et  da  haut  en  baa,  en  prenant  le  nombre 
d'Images  nteessaira.  Les  diagrammes  suivants 
illuatrent  la  m^thode. 
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POST    OFFICE 
MONEY    OllDEll    SYSTEM 


or 


iN^OVA^-SCOTIiV.. 


GENERAL    PRINCIPLES. 


I.  The  Government  having  decided  to  introduce 
into  Nova-Scotia,  for  the  convenience  of  the  public, 
the  J\Tcn^y  Order  S,ystem,  the  following  Rules  and 
Regulatior.s,  Tor  the  guidance  of  Postmasters,  have 
been  caref'illy  prepared,  and  their  particular  atten- 
tion IS  reoirlv  *  to  the  same. 

£i.  Mducv  Orders  may  be  drawn  for  any  sum  on 
or.-)  Order  up  to  .£5. 

Ill  When  Money  Orders  exceeding  ^25  in  aggre- 
gate amount  are  issued  in  one  day,  and  to  the  sane 
person,  by  one  or  more  Offices,  upon  another  Office, 
the  Postmaster  of  the  Office  drawn  upon  will  be  at 
liberty  to  defer  the  payment  of  such  Orders  for  sue 
days. 

l\.  The  Money  Orders  shall  be  made  out  upon 
Forms  supplied  by  the  Head  Office,  and  no  Order 
n-lll  be  valid  or  payable  unless  given  vpun  the 
resnlar  Printed  Forms. 

V.  Persons  applying  for  Money  Orders  will  be 
required  to  state  the  particulars  upon  a  Form  of 
Application  provided  for  tiiat  purpose. 

VI.  If.  in  consequence  of  error  or  misapprehension 
in  giving  the  name  of  the  place  of  payment  of  a  Money 
Order,  the  purchaser  should  desire  to  have  the  same 
changed,  the  issuing  Postmaster  will  take  back  the 
first  Order  and  issue  another,  for  which  he  will  charge 
commission,  as  on  a  new  transaction. 


Extent  of  Orders. 


Off  ces  may  delay  pay- 
ment for  six  days  in 
certain  cases. 


Forms. 


Mode  of  making  Ap- 
plication. 


Error  in  place  of  pay- 
ment, how  rectifici. 


Altoratiuii  orimin,.. 


Orders  «hou[,J  |,<,  ^^. 
aiiiin.>.i  t.y  p.irtipH  to 
wlioiii  tliev  iirp  issiU'd, 


:r,  t.'-s,ti''^-  ^'^^  '4.  -n". !;  ;o,': 

J,  1,  lui  wiiitd  a  secotK   conini  asinn  wMi  ii 


Identification  of  (1,1  V, 


xMoney  Orders  injiv  he 
emiorsed  to  a  second 
person. 


Repayment  of  Money 
Orders.  ^ 


Commissions     to     be 
charged. 

Half-pence  to  be  ex- 
cluded. 


«xal"!;,  ^X^      °    ^In,  •"■•''^"   »'>°"W 

R>M   up  a,  ,      i'  'Mi''."""  'I'OJ'^.e properly 

llr.lvr.k.|l.cti.c  ,      'J  "  'inilorstooil  tl.at  an 

.na.su.,-.  o/c,:.;.f:,,;  „;:';,;/, ::;-;;.'  "'^  i^«- 

to   assure   liiniself  th-it      ,     '' "f.'' '*"  F'^l't''' "lei'iis 

second   person    r)i-nvi,l,„J     i  ,     "  ^^^our  of  a 

obtained  it,     TJ^^   ct  •  u-'n    L-     "^^  ^'  ^^.'"  ^''"'^y  ''^'^ 
«ha]l  not  in  any  caset  feftmdr"''"""'  '""^'^^'• 

be™oliow:  •''"■""''  ''  «°»--"-«^ions  for  Orders  will 

Sixpence  Currency  for  everv  OrrlA.  •       j 
no  Order  shall  be  drawn  fo,  ah/  '''1"'^'  '^"^ 

Pounds.  '  "  ^'"^^''  sum  than  Five 

OrL^""^"   ^''^^-^'''''  '-  ^^^  introduced  in  the 


PRELLMLV.VRV    fiKMARKS. 
Money  Order  System        3.    The  Mono,.  n«  1       o 

intended     to     sicnre  to  mint  L.     .7      '^'^^''  ^^''**^"'  '»  intended  not  Onlv 

safety    and  minister  ^°  "^^"ister  to  the  convenience  of  the  nnh       K  .  / 

to  public  convenience,  ensure  safety  in  the  tran^fov -.p  ^  ,  "^'  '^"^  ^•^ 

Post  Office.^  ThrLdTb^firsSv"'"^'  ^^^ 

oons.ts  in  leaving  out  of  ZtZteVL'Jlt 


imfift  iiiini' iiiMiwi>.'.   <> 


Prevention  of  fraud. 


payee,  or  party  for  whom  the  money  is  intended,  and 
transmitting  it  to  the  Office  upon  which  the  order  is 
drawn.  A  Form  of  Advice  which,  as  it  conveys  all 
the  necessary  information,  it  is  not  necessary  to 
describe,  accomplishes  the  object.  By  this  means, 
the  Postmaster  upon  whom  an  order  is  drawn,  will 
be  apprized  of  the  names  of  the  remitter  and  payee 
before  the  order  itself  can  be  presented,  and  be  in  a 
position  to  detect  fraud,  if  attempted. 

2  It  is  expected  of  Postmastots  that  they  will  Postmasters  expected 
use  a  legitimate  influence  in  recommending  the  sys-  to  exert  thtmselves  in 
tem,  and  by  kindly  attention   to   the   inquiries   of  ^f'"'''"  f  ^°"*y  ^'■- 

,.        ,       •',.,.!'        .       ...  ,    .        ^        .     .       (ler  System. 

applicaits,  e.xhibit  its  simpli'Mty  and  its  superiority 
as  a  safe  means  of  transmitting  money. 


SPECIAL  INSTRUCTIONS  TO  POSTMASTERS  IN  CHARGE 
OF   MONEY   ORDER   OFFICES. 


to 


GRANTING  ORDERS. 

1.  When  a  Money  Order  is  applied  for,  the  Post-  Application  for  Mo- 
master  will  hand  to  the  applicant  one  of  the  printed  ney  Orders. 
Forms  of  Application,  in  which  the  party,  if  able  to 

write,  must  enter  himself,  or  have  entered  for  him, 
if  unable,  all  the  particulars  of  amount,  name,  ad- 
dress, &c.,  required  to  be  stated  in  the  Money  Order 
and  Advice. 

2.  lie  will  then  take  his  Book  of  Blank  Money  Order  and  Advice  tL 
Orders,  and  fill  up  from  the  Application  the  Money  be  filled  up  from  Ap- 
Order  required  in  conformity  therewith,  and  also  the  Pi'*'**'^"- 
corresponding  Form  of  Advice,  handing  the  Order, 

when  filleil  up,  to  the  Applicant,  on  payment  by  him 
of  the  sum  expressed  in  the  Order,  and  of  the  com- 
mission payable  thereon 

3.  Upon   the   issue   of  a  Money  Order,  he  will  Part,  tiars  to  be  en- 
record  all  the  particulars  in  the  Register  of  Money  l®'"^  ^^  Register  of 
Orders  Issued  according  to  the  headings ;  and  if  any  ^"'^"  '*®"    • 
subsequent  action  should  be  taken  in  reference  there- 
to— such,  for  instance,  as  Repayment — he  will  note 

the  alteration  opposite  to  the  entry  in  the  Register. 

4.  By  the  Mail  immediately  following  the  issue  Transmission  of  Ad- 
of  a   Money  Order  he   will  transmit  the  Advice  vice. 

relating  to  it  to  the  Post  Office  upon  which  it  is 
drawn. 
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The  P.  M  Oencrnl  to  '*  When  any  Money  Order  Ottici  draws  in  o>if 
be  advised  whoii  Or.  day  upon  another  Office  for  more  tlian  £2f>  in  the 
i'l'/r  "Jn"  a^grc^'-to,  tho  .hawing  I'ostnu.ster  will  he  re-iuired, 
t|»ftn  £2r,  by  that  .day  s  mail,    o  si-nd  a  .special  advice  ot   the 

/    ^ ^  /     }      faotj^t^ting  amount  drawn,  'o  the  Head  <  )fiice.    Form 
f  '^■'^■^ /      /      Ni^^^iil  be  used  tor  that  purpose 

Whf'n  for  a  sufficient  reason  a  person  desires 


Transfer  of  place  oi 
payment. 


f). 
CO  change  the  place  of  payment  of  a  ^luney  Order, 
the  issuing  J^ostmaster  will  take  back  the  one  first 
issued,  and  grant  another,  urid  if  tlie  Advice  has  gone 
forward  to  the  Post  Office  ujwn  which  the  baid  Order 
was  drawn,  he  will,  by  the  next  I'o.st,  desuatch  aepe-  / 


Alteration  of  name. 


Money  Onlers  noi  to 
be  issued  on  (;re<lit. 


Money  Onlcr.s  can 
only  be  dniwii  upon 
auth)ri/,e<l  Oftioes. 


Advices  of  .Money  '  Or- 
ders do  not  re(|iiive 
envelopes^. 


cial  Advice  of  the  cliiiiigo.  (Form  No  ^^9,  to  th^    •/  ^ 
•  Office.     As  this  will  involve  a  good  deaf  of  trouble       ^^ 
and  expenditure  of  Forms,  the  I'ostma.ter  will  exact 
a  second  Commission,      lilank  Fornid  for  the  special 
Advices  will  be  supplied. 

7.  If  through  tho  error  of  the  Applicant  a  wrong 
name  has  been  inserted  in  an  Order,  the  Postmaster 
Avill  act  as  in  the  former  case,  and  grant  a  r.jw  one, 
charging  a  second  Commission  :  and  if  .iidvice  has 
gone  forward,  he  will  immediately  send  another, 
indicating  ihe  error  and  rectifying  it. 

■^^  33="  J^/'c  issue  of  Money  Orders  on  credit  is 
strictly  prohibited. 

1'.  Money  Orders  can  be  given  only  on  the  Offices 
cimmerated  in  the  lists  ;  the  names  of  the  Offices 
which  may  from  time  to  time  be  added,  will  be  sea- 
sonably comuiiinicated  to  the  Postmasters. 

10.  The  Advices  of  Money  Orders  issued  are  to 
be  folded,  and  addres.sed  or,  the  back,  and  require  no 
envelope, 

11.  The  names  and  snnis  in  the  Advices  must 


Advices  must  be  dis^ 

tinctly  written  be  u-ritfen  SO  plain  as  to  be  easily  made  out. 

Spaces  not   rwniired      1^.    When  Orders  are  given  for  sums  under  one 
for  fioures  or  >vords  pound,  the  spaccs  for  pounds  in  Avriting  and  in  figures 

in    Money  Order,    to  ^^^^^^    ^^^    ^jj^^^^    ^^^    ^j^^    ^,.g^    ^^i^  ^  1,^.^^,^  ^j^^j,   ^1,^, 

tViMQ  and  that  for  figures 


be   filled    np    with 
dash. 


whole  waj',  

with   a  shorter  one,  ^1""  ^"  that  the  possi- 

bility of  adding  ••  pounds''  may  be  obviated.  Both 
Orders  and  Advices  should  be  written  with  great 
care. 
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Evory  Momy  Onlai* 
to  b«  strictly  <  ooouut- 
ed  for. 


Cancelled    Or.l?r«    to 
be  seut  to  Uead  OSico. 


Money   Orders  and 
Advices  t(j  oe  stamp- 
ed by  the  paying  as 
well  u!)  the  isTiui&g 
Office. 


13.  Po3iniU4,tsr3  will  observe  that  the  forma  for 
Money  Orderd  and  Advices  are  nuinber»d  con.secu- 
lively  no:u  1  to  100.  This  is  intended  as  u  safe- 
guard against  the  improper  use  of  the  Forms,  and 
therefore,  when  throi'^h  mistake  or  any  other  cause 
any  of  them  have  been  spoiled,  th'7  will   write  the 

words  "  Cancelled  on  '"   (addinji;  the  date) 

across  both  the  Order  and  Advice.  The  former  they 
will  transmit  to  the  Head  Office,  with  xXxix  Moiithly 
accounts;  the  latter  they  w'll  retain,  and  fyle  awa)(. 
No  dc|)arture  from  this  vjIc  will  be  tolerated,  tht; 
Postmaster  General  imperatively  recjuiring  that  every 
Blank  Form  of  a  Money  Order  sent  to  the  Postu  a.s- 
ters  sliall  be  accounted  for  at  the  end  of  the  month 
upon  which  it  ia  used  or  spoile '' 

14.  Postmasters  will  furtl':-.  '.otice  toat  loth  the 
Forms  for  Money  Orders  un*l  ^idvices  require  to  be 
Stamped,  as  well  at  the  Office  of  payment,  m  at  that 
of  issue.  In  default  0"  tl'  Issuing  Postmaster's 
Stamp  to  the  Money  Order,  th-  Paying  Postmaster 
must  invariably  decline  payment,  and  direct  the 
holder  to  return  it  to  the  Office  of  lasue  for  comple- 
tion. Orders  wanting  Stamps  transmitted  to  the 
Head  Office  as  vouchers,  will  be  returned,  and  the 
Account  will  not  be  •'  con  firmed  "  until  the  omission 
has  been  supplied  and  the  completed  Form  has  been 
received  by  the  Department. 

15.  Po!atmastcrswillre(|uire  to  exercise  their  judg-  Money  Orders  to  ba 
ment  in  respect  of  the  places  upon  which  Orders  may  '^'^^^  ^'^'^^-^^^  *;  Jj^ 
be  desired,   as  the  ignorance  of  the  applicants  may  payee's  residence 
lead  them  into  mistakes,  which  will  occasion  much 
inconvenience  to  the  payees ;  therefore,  in  all  cases, 

the  Postmt  iters  will  endeavour  to  ascertain  which  is 
the  Money  Order  Office  most  conveniently  situated 
to  meet  the  objects  of  tlie  remitters,  and  will  direct 
them  accordingly.  This  will  both  obviete  delay,  and 
improve  the  working  of  the  system. 

16.  The  Postmasters  ciiwusted  with  the  issue  of  Postma^iers  rcspon- 
Money  Orders  will,  at  all  times,  be  held  responsible  ^^'^^  ^Zh^^iaS^^.  "^ 
for  the  acts  of  their  subordinates  in  relation  to 

such  issues.  It  would,  of  course,  be  idways  desir- 
able, that  the  Orders  should  be  signed  by  the  Post- 
master himself;  but  it  may  occasionally  happen  that 
through  his  unavoidable  absence,  some  confidential 
person  in  his  employment  will  have  to  sub.jcribe  the 
Orders.     In  view  of  such  a  c^jntingency,  it  cannot  be 
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Prudence  required  iu  too  Strongly  pressed  upon  the  attention  of  the  Post- 

tl^'ulJv"^"/  ^^""^oV"  ^^^^^^^'^^  ^^^^^  ^^^^  vtmost  prude?ice  will  have  to  be 

business.  ""^^^   "^  ^'  ^^^^  "^  Committing  so  important  a  duty  to  a  Clerk  ; 

and  the  Postmaster  General  trusts  that  the  matter 

will  be  so  viewed  by  all  the  Money  Order  OflSce 

Postmasters. 


Advices  to  be  entei'ed 
in  Register. 


Esamination  Money 
Orders  before  pay- 
ment. 


PAYING  ORDERS. 

17.  Upon  the  receipt  of  Money  Order  Advices, 
the  Postmaster  will  immediately  enter  up  all  the 
particulars  of  them  in  the  Advice  Register.  He 
will  then  fyle  away  the  Advices,  arranging  them 
under  the  names  of  the  Offices  which  have  issued 
them,  so  that  they  may  be  easily  referred  to  after- 
wards if  necessary. 

18.  When  an  Order  k  presented  for  payment  the 
Postmaster  Avill  first  examine  the  document  itself  to 
see  that  it  is  properly  signed,  stamped,  &c.  2ndly, 
he  will  compare  it  with  the  record  in  the  Advice 
Book  :  and  as  directed  at  Article  IX  of  "  General 
Principles,"  will  take  such  other  means  of  assuring 
himself  that  the  Applicant  is  the  party  intended  in 
the  Advice  as  may  appear  necessary. 

19.  At  Article  III,  of  "  General  Principles,"  it 
is  provided,  that  when  Money  Orders  issued  to  one 
person  are  presented  on  the  same  day  at  another 
Office,  for  a  sum  exceeding  ,£25,  the  Postmaster  will 
be  at  liberty  to  defer  payment  for  six  days.  The 
permission  to  delay  the  payment  must  not,  however, 
be  understood  as  authorizing  the  Postmaster  to  do  so 
wlien  he  has  m.oney  in  hand,  but  as  aiTording  him 
time  to  provide  funds,  if  he  should  happen  to  be 
without  them  when  such  demands  are  made.  If  it 
should  appear  that  an  excuse  is  made  of  this  permis- 
sion to  refuse  payment  when  the  Postmaster  ha& 
funds  belonging  to  the  Department  by  him,  the 
offence  Avill  call  for  severe  censure. 

Date  of  payment  to  be      20.    After  payment  of  a  Money  Order,  the  Post- 
le-orded  in  Advice    niaster  will  write  vhe  date  of  payment  opposite  the 
''°'^'®'''  record  of  it  in  the  Advice  Register,  and  the  word 

"  paid  "  in  the  space  left  for  remarks. 


Circumstances  autho- 
rizing delay  in  pay- 
ment. 


I'lvment  of  Money  21.  Postmasters  will  not,  under  any  pretence 
Orders  endorsed  to  a  whatever,  pay  an^  Money  Order  of  which  they  hav* 
eecon   penion.  ^^^  received  Advice,  neither  will  they  pay  an  Order 
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to  a  second  person  without  the  written  endorsatioii 

of  the  Payee,  thus,  "  Paj  to  the  Order  of 

{the  name  of  the  second  person  to  fill  the  blank 
space)  for  value  received  '"  When  they  pay  orders 
upon  such  authoi  ity,  they  will  exercise  tlie  utmost 
caution,  and,  before  paying  them,  must  be  certain 
that  the  signature  to  the  endorsation  is  in  the  hand- 
writing of  the  Payee,  and  that  the  person  presenting 
the  Order  is  the  one  named  on  the  back.  The 
authority  for  payment  must  always  be  clear  and 
sufficient. 

22  In  the  event  of  the  repayment  of  a  Money  N*'tice  ..r  leim^n.tut 
Order,  (see  General  Principles,  Article  XI  )  if  the  t*|,X"S  '" 
Advice  of  said  Order  has  bef>n  mailed  to  the  Office 
upon  whicV^  it  was  drawn,  the  Postmaster  will  im- 
mediately forward  the  Special  Advice  of  Repayment 
prepared  for  tliat  purpose,  and  upon  his  receii)t  of 
any  such  Advice  of  Repayment  by  other  Post  Offices 

he   will   write   the   words  "  Repaid  at " 

opposite  the  entry  in  the  Advice  Register. 

23.  Orders  n'paid  must  be  signed  by  the  Remit-  Rq>Hi;l  OHors  to  be 
ters,  (that  is,  the  persons  who  procured  them)  v  hen  ^ 
they  themselves  ap|»ly  for  repayment,  and  if  being 
unable  to  come  personally,  repayment  be  applied  for 
on  their  behalf  by  other  parties,  the  Orders  must  be 
endorsed,  as  provided  at  Rule  22,  the  same  cautions 
being  used  to  secure  reimymeiit  to  the  pr.per  i)arties. 


LOST    ORDEKS. 

24.    If  the  Remitter  of  an  Order  loses  it,  or  if  the  Lc«s  of  Money  Oidi-r 
Order  be  lost  before  it  reaches  the  Payee,  on  appli-  ^i'  ""^  K«"'»"er. 
cation   to  the   issuing  Postmaster,  the  case  will  be 
referred  by  that  officer,  with  all  the  particulars,  to 
the  Postmaster  General,  who,  if  satisfied  of  the  cor- 
rectness of  the  facts  alleged,  will  transmit  a  duplicate 
to  said  Postmaster,  to  be  filled  up  and  handed  to  the 
Remitter,  after  the  latter  has  signed  an  undertaking  Guarantee  leiiuiied. 
(Form  No.  25)  that  in  the  event  of  the  production 
of  the  missing  Order  by  other  parties   alleging  a 
right  to  payment,  the  Department  will  be  protected 
from  loss. 


2o. 


When 
make  applicat 


an  Order  is  lost  by  the  Payee,  he  will  t;«^,«;;;^^°"''-^  ''''^'' 
tion  through  the  Paying  Postmaster, 


10 

^ho  will  refer  the  facts  to  die  Postmaster  General  in 
the  manner  stated  at  Kv^ft^^d  upon  receiving  a 
Duplicate,  he  \vill  take  a  guarantee  from  the  said 
Payee  as  stated  in  the  same  Rule, 

1'ostmaste.s  may  ox-  26.  If  it  should  happen  that,  on  account  of  the 
act  additional  secuii-  |j^j,,,g  amount  of  one  or  more  Orders  alleged  to  have 
♦>'•  been  lost,  or  on  account  of  the  insufficiency  of  the 

personal  security  of  the  party  claiming  the  Msue  ot 
Duplicates,  or  for  any  other  good  cause,  the  1  ost- 
master  should  deem  it  desirable  to  have  better  pro- 
tection than  the  single  guarantee  of  the  Remitter  or 
Payee,  he  will  be  at  liberty  to  exact  the  additional 
security  of  one  satisfactory  person,  who  in  that  case 
w'll  si<m  at  the  place  indicated  on  the  Form  ^o.  25. 


LAPSED    ORDERS. 

T  «  u\  n  ..f  UD-^t-a       27.   No  Order  shall  be  considered  "lapsed"'  until 
Deh...tK.n  ot  Lap,ul  ^^^- J.^^^  ^^^^  ^^^.  ^^  .^^  ^^^^^^^^  ^^^^^^  ^^.^^^^^  ^^^^  such  Order 

is  pvesented  for  payment,  the  Postmaster  will  refer 
the  case  to  the  Postmaster  Oeneral,  with  such  rea- 
sons explanatory  of  tlie  delay  as  the  applicant  may 
be  able  to  supply.  When,  however,  a  delay  of  sev- 
eral months  between  the  <late  of  the  Order  Mid  its 
nresentiuion  for  payment  has  taken  place.  Postmas- 
S'?;;£';:i'S  Ls  win  exercise  great  care  in  ascertainin;  the  iden- 
lon-  outsta.laint^  tity  of  the  Payee,  and,  it  necessary,  tliey  may  take 
a  few  days  in  doing  so. 


rnymcnts    in    exces.s 
of  Receipts. 


How  to  be  met. 


rUNDS. 

2b.    In  the  working  of  the  Money  Order  System, 
it  may  sometimes  happen  that  Postmasters  will  be 
called  upon  to  pay  out  more  cash   for  Orders  than 
they  have  received.     In  such  a  case  they  will  avail 
themselves   of   any  monies    in   their    hands  arising 
from  the  General  Receipts  of  tlie  Post  Office  ;  and 
in  their  Qiiaiicrli/  Stftlements  with  the  Post  Office 
Department,  they  will  bring  these  sums  into  account 
with  the  Head  Office.     If  they  should  require  more 
money  than  these  two  sources  have  suppl:ed,  they 
will  be  furnished  with  the  necessary  funds  on  appli- 
cation to  the  Postmaster  General,  as  exigencies  may 
make  necessary.     It  is  of  course  to  be  understood 
that  Postmasters  will  use  this  privilege  only  tn  the 
extent  of  their  re(/inrements. 
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Ih! 


20  Wl.on  the  veeoipts  of  money  for  Orders  issued  ^;^;;Vj;;^/""''''  *" 
accumuliites  in  the  hands  of  Postmasters,  and  the  '"'  " 
course  of  business  indicates  that  it  is  not  likely  to  he 
wanted  for  payment  of  Orders,  they  will  leniit  the 
same  in  suui.s  of  <£"),  XI 0,  Ji:20,  and  X30.  as  the 
case  may  be :  and  any  Postmaster  found  keeping 
more  money  than  the  amount  allowed  him.  (viz., 
X"2o,)  will  be  liable  to  severe  censure.  For  these 
ren)ittances  they  will  receive  an  acknowledgment 
from  the  Postmaster  Gener.il,  which  they  will  retain 
as  their  own  Voucher. 

30.  If    aioney   accumulates    in    the   hands  of  a     Remittanci.s  t..  he 
,  ,  "^ .       ,  11  1.       ^        -J.  t-ii   iii;i(k' nvoniptly. 
Postmaster  early  in  the  month,  he  must  not  wait  till  ' 

the  end  to  remit  it,  but  so  soon  as  he  has  £5  in 

excess  of  the  amount  allowed  to  his  Otfice.  he  will 

be  expected  to  remit  the  same  immediately. 

31.  In  no  case  should  foreign  notes  or  uncurrent  Foreign  notes  ami  un- 
coin  be  taken,  as  in  remitting  funds  to  the  Head  current  coin  not  to  be 
Office  no  such  money  will  be  received.  receuei . 


and 


ACCOUNTS. 

32.  The   accounts   for    Money   Order  operations  Munc^  Order  and  Re- 
are  to  be  kept  sei)arate  and  distinct  from  those  of  the  j:^";'^^;^^"^^""*'  '"  ^ 
Postage  Revenue,  and,  together  with  the  Correspon-    *^  ^^^"'™  "' 
dence,  will  be  addressed  directly,  ''To  the  Postmaster 

General  on  business  of  the  Money  Order  Office." 

33.  The  Books  to  be  kept,  and  which,  to  ensuro  Books  to  bo  used, 
unifoi  niity,  will  be  furnished  to  all  the  Money  Order 

Post  Offices  l)y  the  Head  Office,  are,  a  Register  of 
Money  Orders  Issued,  in  which  the  Postmaster  will 
record  the  particulars  of  the  Orders  daily  as  they  arc 
granted  (see  also  Rule  3),  and  of  Money  Order 
Advices  Received,  which  will  be  used  for  the  record 
of  Advices  as  directed  at  Rule  18.  This  Book  will 
contain  both  Registers.  The  second  is  a  Cash  Book 
shewing  the  Dr.  and  Cr.  transactions  of  each  day. 
The  headings  of  the  Register  Book,  together  with 
the  instructions  at  Rules  3  and  18,  will  so  effectually 
direct  the  Postmasters  in  writing  these  Books,  that 
no  mistake  need  occur. 

34.  In  writing  up  the  Cash  Book,  the  balance  Method  of  keeping  the 
will,  of  course,  be  first  brought  forward ;  then,  on  ^''^^  ^'>°^- 


Cash  Book   t« 
liinced  diiilv. 
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[lie  Dr.  sides  "iiy  Ci.sli  A<lvHri(«e  which  mav  have 
Leon  idihIc  to  th.^  Office  by  the  Pcstmuster  General- 
*Jnd.  m  one  line,  the  totals  of  the  Money  Orders 
jssucd  durin^r  the  day  will  ho  entered  up ;  yrd  the 
Cotninissions  received  :  and  lastly,  the  Balance  wh-n 
It  hj.pjK.iis  to  be  on  that  side.  The  Cr.  side  will  em- 
brace, J  St,  the  Money  Orders  paid,  stated  in  detail  • 
2n(  .  Orders  i.ssued.  and  repaid  in  conformity  with 
Kule  An.  24— (there  will  seldom  be  any  of  the  lat- 
ter):  ;ini.  any  sum  remitted  to  the  Postmaster 
Ueneral  to  the  Ciedit  of  the  Monev  Order  Office  • 
and  lastly,  the  Balance,  which  will  usually  be  on  the 
Cr.  side. 

he  ba-  35  The  Cash  Book  will  require  to  be  written  up 
and  balanced  every  day.  This  will  be  an  imperative 
duty. 


I. 


A 
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Aocounta  to  be  mini 
bered. 


3b.    Postiriasters  must   be  particular   to  number 

their  Accounts  consecutively,  beginning  Avith  No  1 

„  .        ,   ^       .        ?*  *''®  commencement  of  each  year.  ;iik1  be  extreme- 
iveturns  to  be  written   Iv  p-irr>fiil     in    +1:..    T-  *       x-   ^r  /  "i-iAutuiL 

legibly.  V  c.iretuJ,  jn   then-  Lists  of  Money  Orders  issued 

and  paid,  to  write  the  names  so  legibly  as  to  prevent 

Uitticulty  in  making  them  out. 


MONTHLY    RETURNS. 

Returns  to  be  trans-        ,^7      On    tl.n    l.>  .*     i  c  ,      . 

mitted  at  tl.e  end  of      ^Z"    ^."   ^''*^   ''^'^^  ^^'^^  ^f  every  month  the  Post- 
the  month.  "'^ster  Will  pi  q)are  and  transmit  to  the  Money  Order 

Office  upon  the  Forms  presided  for  these  purposes 


pocuments    compris- 
ing; Monthly  Returns. 


I. 


II. 


III. 


I 


A  List  of  Money  Orders  issued  durint^  the 
month.     (Form  No.  16.) 

A  List  of  Money  Orders  paid  during  the 
same  period.  (Form  No.  1(J.)  fin  both 
these  Lists,  rostma.stcrs  Avill  be  careful  to 
furnish  all  the  particulars  required  bv  the 
headings.]  "^ 

An  Account  Cuiient   (Form  No.  ]r>),  ex- 
hibiting the  aggregate  amount  of  the'  Or- 
ders issued  and  paid   during  the  month 
which  aggregates  will  of  course  agree  with 
the  sums  at  foot  of  the  Lists,  the  Commis- 
sions received,  jiiid  the  Reccij,ts  and  Pay- 
ments from  and  to  the  Postmaster  General 
on   account   of  the  Money  Order  Office 
It  no  business  has  been  done  during  the 
month,  the  Account  Current,  statin^  the 
previous  balance,  will    be   sufficient"  but 
tlie  form  must  always  be  sent  forward. 

N.  B.  — The  Paid  Orders  must  invaria- 
bly accompany  the  statements  as  A^ouchers. 

S^'^^  iJduSe:  ,,  ?^,  Pf  "-^ters  will  be  careful  to  enter  into  their 
Monthly  Accounts  neither  more  nor  less  than  the 
transactiona  of  one  month,  and  the  month  must  be 
understood  to  commence  on  the  first,  and  end  on  the 
last  day  of  the  month.  No  deviation  from  this  rule 
can  be  permitted. 


Paid  Orders  to  accom- 
pany Returns. 
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QUARTERLY  ABSTRACTS   OF  TRANSACTIONS. 

39.  At  the  end  of  each  nuarter  every  Money  Quarterly  Abstract  to 
Order  Office  will  prepare  and  forward  to  the  Head  be  carefully  prepared. 
Office  an  Abstract  of  the  Money  Order  transactions 
during  the  (juarter,  according  to  the  Form  No  7. 
As  the  Postmaster  General  is  desirous  of  ascertain- 
ing, as  correctly  and  as  i)roi.'ptly  as  possible,  the 
amount  and  nature  of  the  business  of  each  Office, 
tiiis  duty,  which  is  very  simple  and  easily  performed, 
must  not  on  any  account  be  neglected.  If  at  any 
Office  no  business  should  happen  to  have  been  trans- 
acted during  the  (quarter,  the  blank  Form,  with  the 
words  "No  business'  written  across,  will  have  to  be 
forwarded. 


COMMISSIONS. 


The  Commissions,  or  charges  upon  the  IMoney     Remuneration  to 
i  issued,  will  have  to  be  credited  in  full  to  this  Postmasters. 


40. 
Orders 

Office  in  the  Monthly  Money  Order  Accounts ;  and 
at  the  end  of  each  (jiuirter,  viz  :  on  31st  March,  30th 
June,  30th  September,  and  31st  December,  each 
Postmaster  will  debit  himself  (in  his  General  Quar- 
tet ly  Account  Current)  witli  one-half  of  the  totjl 
nmo\int  received  for  Commissions  on  Orders  issued 
during  the  (piarter,  retaining  tl.o  remaining  half  as 
liis  proportion  or  salary  for  the  duties  performed. — 
the  Postmaster  clearly  understanding  that  the  Post- 
master General  reserves  the  right  of  revising  the 
Conuuissions  to  Deputic-s  Avhenever  considered  neces- 
sary so  to  do. 


FORMS. 

41     All  the   Blank  Forms,  Books,  and   Printed  All  Printed  Books  ..nd 

.      1  ,.  ■  A.\  *■•  c  i-u^  Forms  to  oc  supplied 

Papers  reipured  lor  carrying  on  the  operations  ot  the  i,y  c),-,ef  Otftce. 

Money  Order  System,  will  be  prepared  and  forward- 
ed to  the  Postmasters  upon  their  a})plication  to  the 
Head  Office,  and  it  will  be  their  duty  always  to 
apply  soon  enough  to  prevent  their  stock  from  being 
exhausted  before  a  new  supply  can  reach  them.  As 
the  Printed  Forms  will  be  a  heavy  item  of  expense, 
care  must  be  taken  that  they  are  not  wasted. 


f^ 


,i 


i       > 


Punctuality  especial- 
ly requisite. 
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DELAYS    AND    ERRORS. 

42.  Negligence  in  transmitting  the  Monthlv  Ke- 
turns  and  Quarterly  Abstracts,  and  delay  in  remit- 
ting Monies  in  excess  of  the  wants  of  any  Office 
being  very  serious  obstacles  to  the  good  workinrr  of 
the  system  the  Postmasters  must  be  cautious  not  to 
onend  m  these  respects. 

Postmasters  to  report  m  ^^"    ?  T^^^  o'^^  ^®  evident  that  the  success  of  the 
to  Postmaster  General  '-^^oney  Urder  System  will  greatly  dep-nd  upon  the 

wSmTcomit-thTr  f  "'•^'"'  P^-o^Ptitude,  and  uccuracy  of 
dor  their;!:odcr  "'^  Postmasters,  in  carrying  out  the  Rules.  It  is 
expected  therefore,  that  each  will  be  not  only  care- 
tul  himself  to  conform  to  them,  but  to  see  that  the 
Orders  and  Advices  which  come  to  him  from  otler 
Uttices  are  m  strict  agreement  with  chem  :  and  thev 
should  immediately  report  to  the  Postmaster  General 
a:iy  instance  of  serious  departure  from  them,  which 
in  the  regular  course  of  the  business  of  their  Offices 
may  come  under  their  personal  observation 


Postmasters   to  refer 


SUDDEN    DIFFICULTIES. 

to  Postmaster  Genemi  ^Jn^^  ^^""'^^  ';?'''"^'i^   ^^^   presumed   that  in   the 

in  all  doubtful  cases.  ^^o^^King  ot  the  Money  Order  System,  circumstances 
ot  a  perplexing  character  not  provided  for  in  the 
General   Principles"  or   "Special   Instructions" 
will  occasionally  present  themselves      When    how- 
ever, in  the  exercise  of  his  best  discretion,  a  Post- 
master concludes  that  a  matter  not  contemplated  by 
the  Kules  is  simple  enough  in  itself  to  point  out  a 
proper  course  of  action,  he  will  best  fulfil  his  duty 
by  deciding  the  case ;  but  when  the  difficulty  is  of  a 
.  clHuracter  to  suggest  doubt  as  to  the  true  course,  he 
will  niyariably  refer  it  to  the  Postmaster  General 

proSStlX"    ,,t^-    ^\?^'y^-^-^^'^-  \^^^tiolpatod   that   circum- 
tem.  '''^'   Stances  will  also  occur  which  will  indicate  the  ne- 

cessity of  provisions  supplementary  to  the  Money 
Order  System  as  now  arranged.  As  it  is  inte..ded 
to  make  the  Department  as  efficient  as  possible,  Post- 
masters will  please  communicate  to  the  Head  Office 
any  important  fact  coming  to  their  knowledge  which 
may  show  the  necessity  for  any  modification  of  the 
present  Rules,  any  cht  nge  in  the  mode  of  working 
them  out,  or  any  entirely  new  Regulation. 

ARTHUR  WOODGATi:, 

Postmnxter  Gi'ncrnl. 
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J^IBT    Ol^^    l^OST    OKKICES 

AUTIIORIZKU        TO        18HUE        AND        PAY 

MONEY    ORDERS. 


Amherst. 

Antigonisli 

Annapolis. 

Arichat,  C.  B. 

Baddeck,  C.  B. 

Digby. 

Guysboro'. 

Halifax. 

Kentville. 

Lunenburg. 

Liverpool. 

Pictou. 

Port  Hood 

Shelburne. 

Sydney. 

Truro. 

Windsor. 

Yarmouth,  y 

/        A.  WOODQATE, 


p.  M.  Genl. 


/8 


LIST  OF  OFFICIAL  FORMS 


I'HKK    IN    TIIK 


MONKY     ORDKR     OFFICK 


3. 


4.—: 


Money    Order   and   Advice. 

No.   1. — Vonn  of  Application  for  Money  Onli'rs. 

-Envolopo  for  transmission  of  Montlily  Returns. 
-Notice  to  Faying  Postmasters  when  an  Order  does  not  bear 
the  proper  signature  to  the  Receipt. 

-  Notice  to  Fayini:  Po.stmasters  when  the  amount  of  the  Order 
differs  from  that  entered  in  the  Account  of  the  issuing 
I'ostmaster. 

-Re(|uest  to  Postmasters  tocliargctheir  Commission  on  Money 

Orders  issued  during  tlie  (juarte)'. 
-Notice  when  the  amount  of  Couimission  charged  is  incorrect. 
-Quarterly  Abstrast. 
-Notice  to  Postmasters  when  Quarterly  Abstract  has  not  been 

received 
-Notice  to  Postmasters  when  the  balance  retained  by  them 

exceeds  the  authorized  amount 
-Notice  to  Postmasters  that  Monthly  Return  has  not  been 

received. 
-Notice  from  issuing  Postmaster  to  paying  Postmaster  when 

an  Order  lias  betn  repaid. 

-  Notice  from  Postmaster  to  Postmaster  General  when  an  Or- 
der has  been  lost  by  the  Remitter. 

-Notice  from  Postmaster  to  Po.stmaster  General  when  an  Or- 

dei-  has  been  lost  by  llic  Payee. 
-Acknowledgement  of  Notice.  Form  12. 
-Monthly  Account  Current. 
-List  of  Ordeis  issued  and  paid. 

-Notice  to  Postmasters  when  paid  Orders  have  not  been  sent 
with  Montlily  Return. 


5. 


6.- 

7.- 
8- 

9. 

10. 

11 

12. 

13. 

14 
15. 
16 
17 

18. 


19. 
20. 


21 
22 

23. 

24 


25. 


—  Acknowledgement  of  Notice,  Form  13. 

—Letter  from  Postmaster  who  issued  lost  Order,  to  Postmaster 
lit  whose  ( mice  it  was  payalde,  enclosing  the  Duplicate 
supplied  by  Head  Office. 

—Notice  to  correct  errors  in  Monthly  R.'turns. 

—  Notice  to  Postmaster  that  a  Duplicate  of  an  Order  payable 

at  his  Oflic-  had  been  issued 
—Second  Notice  when  balance  retained  l)y  Postmaster  exceeds 

authorized  amount 
—Notice  from  Postmasters  to  Postmaster  General  when  Orders 

have  been  issued  on  an  Off.ce  for  a  sum  exceeding  in  the 

aggregate  £25,  i      •    •         i 

— (juarantee  to  be  given  when  Duplicate  Order  is  issued. 


.  •, . 


